Health Services Administrative Policy and Procedure Manual
Central Office

Subject: Job Shadowing
Laws/Regulations: None
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If travel expenses are involved in the Job Shadowing assignment, the area
requesting the job shadowing assignment will be responsible for payment of
travel expenses, unless other payment arrangements are made and agreed to
by the parties involved.



Some jobs or parts of the job may not be appropriate for job shadowing due to
confidentiality. Examples include payroll, and parts of Human Resources. There
are certain activities which may not be shadowed. Examples are employee
performance reviews, job interviews, and disciplinary meetings.
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shadowed.

The requesting supervisor should forward a copy of the assigned agreement to
the local personnel/human resources office for record keeping purpose.

Normally the "shadow" will not participate directly in the work of the person being
shadowed and will have 'observer' status. The "shadow" should be introduced



and the role of the "shadow" should be made clear to anyone with whom they
interact during the shadowing period.

Employees patrticipating in Job Shadowing must understand that they are
governed by other policies of the agency, including the Confidentiality Policy and
the HIPPA Policy. Participants must understand that the information and
materials they may be exposed to during the sh perience may be
confidential information and they agree not to his information to
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